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MASS CREATE NEW PROJECTSAND
ACCOUNTS

OVERVIEW

New year projects and accounts can be mass created by copying them from existing
projects. This process simplifies the budget entry required to establish budgets on new
year projects.

The mass creation process allows a user to create Master Projects for the new year by
copying project information from prior year projects. All projects chosen are copied,
whether their statusis active or inactive or their budgetary flag is set to yesor no. No
changes are made to the copies, except that inactive prior year accounts are copied as
active new year accounts. Changes may be made to the Project Code and Title during the
“Define’ step of the mass create process.

Accounts are copied to the new year projects. Also, the amount in the current year
revised budget field will be copied into the next year requested budget field for the new
accounts. Any accounts not needed for the new year project can be deleted through
normal processing. Likewise, any new accounts required for the new year project can also
be created through normal processing.

NOTE: Oncethe mass create processiscompleted, DO NOT RUN the zero master
utility. Running it will erase the entriesin the requested budget fields of
mass created accounts.

Only one user should run the mass creation process at a time to avoid
conflicts.

REVIEWING CURRENT YEAR PROJECTS

Before mass creating new year projects and accounts, review a current Project Master List
to identify which projects and accounts should be copied to new year projects.

ToReview Current Year Projects, Select:
A) FINANCIALS
A) General Ledger Menu
G) Project Accounting Menu
B) Project Master Table
Thefollowing screen is displayed:
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Sessi on Edi t Comands Settings Hel p

PROJECT MASTER MAI NTENANCE

Acti on: IBEE] Next Prev Browse Add Update Del Qutput Exit
Query the current database table.

Proj ect code [ 2?2?2#%] Title [ ]

Maj or Project [ ]
__ Contact names | ] State code | ]
o [ ] CFDA nunber [ ]
__Status [ ]
__ Drawdown frequency | ] Audit at close? (YN [ ] L
__Start date [ ] Percent conplete

Est conpletion date | ] Actual conpletion date | ]

Conment [

FUNDI NG SOURCE AMOUNT

,_|,_|,_|,_|,_|,_|
— e
— e —_——
[ Y S Y S | S—

1. Select Find from the Ring Menu.

2. Enter thefollowing in the Project Code fidd, replacing the “#” with the last digit of
the current fiscal year:

P

For example, to find all Fiscal Year 2002 Projects, enter ?7722* in the Project Code field.
Thiswill find all projectswith “2” in the fourth character of the Project Code,
including both 4- and 5-character Project Codes.

Press Esc.
At the prompt listing the number of records found, enter Y to continue.
Select Output from the Ring Menu.

Choose 2 for aList sorted by code.

N o o &~ W

Sdect P to Print.

Review the Project Master List to determine which projects and accounts should be
copied to new year projects.
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MASS CREATING A NEW YEAR PROJECT AND
ACCOUNTS

Repeat the mass create project process for each project to be copied to the new year.

ToMassCreate a New Year Project and Accounts, Select:
A) FINANCIALS
A) General Ledger Menu
G) Project Accounting Menu
F) Mass Project/Account Creation
Thefollowing screen is displayed:

Sessi on Edi t Comands Settings Hel p

G L MASS PRQIECT/ ACCOUNT CREATI ON

Acti on: IBEiE] Browse Define Mass-create Exit
Query the current database table.

Model Project(s): [ 1401 ]

__Model Start Position: [ ]
__Model End Position: B
__Target Substitute Value: | ]

~ Model Title String: [ ]
" Target Title String: [ ]

1. Select Find from the Ring Menu.

2. Enter a4- or 5-character Model project code to be found in the Model Project(s)
fidd. For example:

Model Project(s): Projects Found:

1401 Project 1401
1401A Project 1401A
3. PressEsc.

4. Seect Browse from the Ring Menu to display the Project Name.
The following screen is displayed:
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Sessi on Edi t Comands Settings Hel p

G L MASS PRQIECT/ ACCOUNT CREATI ON

Acti on: Fi nd Define Mass-create Exit
Display a list of selected data records.

Br owse: Iia! Prev CQutput Exit
D spl ay nex rowse page.

Code Title St at us

1401 PROFESSI ONAL DEVELGPMENT ACTI VE |

5. Verify that the project onscreen is the project to be copied.

6. You may print the project to be copied:
i. Seect Output.
ii. Select Pto Print.

7. Select Exit to return to the Ring Menu.

8. Select Define from the Ring Menu.

Sessi on Edi t Comands Settings Hel p

G L MASS PRQIECT/ ACCOUNT CREATI ON

Define: ESC to DEFINE, CTRL-P to CANCEL
Enter MODEL project start position for target substitution.

Mbdel Project(s): [ 1401 ]
__Model Start Position: [ 4]
Mbdel End Position: [ 4]

~ Target Substitute Value: [2 ]

~ Model Title String: [* ]
__Target Title String: [*

1 Projects found.

9. Enter 4intheModel Start Position fidd.
10. Enter 4 in the M odel End Position fidd.

11. Enter the last digit of the new fiscal year in the Target Substitute Value field. For
example, enter a 2 for the new fiscal year of 2002. These steps will replace the fourth
character of the Project Code with the last digit of the new fiscal year.

12. Enter * (an asterisk) in the Model Title String fidd.
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13. Enter * (an agterisk) inthe Target Title String. No change will be made to the Title
when it is copied.

NOTE: |If ayearisreferencedin theTitle, it will be copied without change using
the asterisks. To change the year, enter the value to be changed in the
Model Title String. Enter the new value in the Target Title String. For
example, if 2001 in the Title needed to be changed to 2002, “ 2001 would
be entered in the Model Title String and * 2002” would be entered in the
Target Title String. The sample screen below displays this example.

Use caution. If “2001" isentered asthe Model Title String, a title like “ 01
PROJECT” will not be changed. But if just “ 8" isentered, then any “ 1”
found in the Project Title will be changed. For example, the“1” in “ 14.64”
would be changed to the value in the Target Title String.

Sessi on Edi t Comands Settings Hel p

G L MASS PRQIECT/ ACCOUNT CREATI ON

Define: ESC to DEFINE, CTRL-P to CANCEL
Enter MODEL project start position for target substitution.

Model Project(s): [ 1401 ]
__Model Start Position: [ 4]
__Model End Position: [ 4]
__Target Substitute Value: [2 ]
__Model Title String: [ 2001 ]
__Target Title String: [ 2002 ]

1 Projects found.

14. Press Esc to define the substitution criteria.

15. Choose M ass-cr eate from the Ring Menu to create the new project and accounts and
press Esc.

16. From the Output dialog box, choose P to Print the reports or Sto Spool the reports
(recommended).

Two reports listing the projects and accounts created are generated. Itis
recommended that the reports are spooled. If they are, note the name of the spoal file
before proceeding. Refer to MUNIS System Administration (SA-3) inthe MUNIS
User Procedures Guide for information on printing spool files.

Sample Projects Created Lists are attached as Appendix A, with a short explanation
of thefidds. A sample Accounts Created List is attached as Appendix B, with a short
explanation of thefields.
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CORRECTING A PROJECT TITLE

Review the Project Titlein the Projects Created List carefully. If it isincorrect and needs
to be changed, perform the following procedure to correct it.

ToCorrect aProject Title, Select:
A) FINANCIALS
A) General Ledger Menu
G) Project Accounting Menu
B) Project Master Table
The following screen is displayed:

Sessi on Edi t Commands Settings Hel p

PRQIECT MASTER MAI NTENANCE
Acti on: IBEE] Next Prev Browse Add Update Del CQutput Exit

Query the current database table.

Proj ect code [ ] Title [ ]

Maj or Project [ ]

Cont act names [ ] State code | ]
[ ] CFDA number [ ]

St at us

Dr awdown frequency
Start date

Est conpl etion date
Comment

] Audit at close? (YN [ ]
] Percent conplete
] Actual conpletion date | ]

— e ——_

FUNDI NG SOURCE AMOUNT

,_|,_|,_|,_|,_|,_|
— e
— e —_——
[ Y S Y S | S—

Lo

Select Find from the Ring Menu.

Enter the Project Code in the Project code fidd.
Press Esc.

Select Update from the Ring Menu.

Correct the Title.

o v A~ W DN

Press Esc to update.
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Appendix A

SAMPLE PROJECTS CREATED LISTS

The Projects Created list reports all the projects created in the mass creation process. For
each, the original project code, new project code, and new project title arelisted. A blank

new project code column means that no new project was created, and the accompanying
error message appears in the new project title column.

In all the samples, the fourth character of the Project Code was changed to “2”.

Search Criteria of “ 1401" :

2/ 19/ XXX YOUR DI STRI CT PAGE 1
15: 24: 14 PRQIECTS CREATED gl masspa
Oig New
Proj ect Code Proj ect Code New Project Title / Error Message
1401 1402 PROFESSI ONAL DEVEL OPMENT
Search Criteria of “ 1401B” :
2/ 19/ XXXX YOUR DI STRI CT PACE 1
15: 54: 28 PRQIECTS CREATED gl masspa
Oig New
Proj ect Code Proj ect Code New Project Title / Error Message
1401B 1402B PROFESSI ONAL DEVELOPMENT/ MES
Search Criteria of “ 1401E”" :
2/ 19/ XXXX YOUR DI STRI CT PACE 1
16: 05: 32 PRQIECTS CREATED gl masspa
Oig New
Proj ect Code Proj ect Code New Project Title / Error Message
140XE Error: Unable to create; new project exists.
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APPENDIX B

SAMPLE ACCOUNTS CREATED LIST

Thisreport lists all the new accounts created in the mass creation process. Thereport’s
columns include organization code, object code, new project code, account type, and

description. A blank line separates projects.

This sample was generated with Find criteria of “1401”. The fourth character of the

Project Code was changed to “2”.

02/ 19/ XXXX YOUR DI STRI CT PAGE 2
15: 24: 14 ACCOUNTS CREATED gl masspa
New Acct .
Og hj ect Pr oj ect Type Descri ption
0702104 0110 1402 E CERTI FI ED PERVANENT SALARY
0702104 0120 1402 E CERTI FI ED SUBSTI TUTE SALARY
0702104 0130 1402 E CLASSI FI ED REGULAR SALARY
0702104 0213 1402 E LI ABI LI TY | NSURANCE
0702104 0222 1402 E EMPLOYER MEDI CARE CONTRI BUTI ON
0702104 0253 1402 E KSBA UNEMPLOYMENT | NSURANCE
0702104 0260 1402 E WORKIVENS COMVPENSATI ON
0702104 0331 1402 E AUDI TI NG SERVI CES
0702104 0335 1402 E OTHER PROFESSI ONAL CONSULTANT
0702104 0339 1402 E OTHER PROFESSI ONAL SERVI CES
0702104 0551 1402 E PRI NTI NG - FORMS
0702104 0580 1402 E TRAVEL
0702104 0581 1402 E TRAVEL - IN DI STRI CT
0702104 0610 1402 E GENERAL SUPPLI ES
0702104 0630 1402 E RESTRI CTED STATE REVENUE
0702104 0731 1402 E MACHI NERY/ EQUI P ( NONI NSTRUCT)
0702104 1990 1402 R M SCELLANEOQUS REVENUE
0702104 4500 1402 R RESTRI CTED FED THRU STATE
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